APPLICA OFFICE OF THE SECRETARY OF STATE
TION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE sechetany or STATE

RECORDS MANAGEMENT OIVISION |
: |NSTFIUCT10NS See Publrcanc[n No. 78—=RM-=1 for instructions on completing this form. Forward signed original to |

Cepartment of Archives and History, Records Management Division, 330 Capitol Avenue, Atianta Georgra 30334,
Attention: Scheduling Section.

o

' FOR AGENCY USE 1. Agency Address ! V | FOH RECORDS MANAGEMENT USE

Aponcation Date ?_eorgi a Po:ﬂ's Auihgrify] Co Application Number .
. . Trade Development Division *

|__6/20/80 | Post Office Box 2406 Bo-407
Appiication Number Savannah, G?O rg ia 31402 ’ Date‘l-'ieceived Date Completed

| 85 | ‘ AUS 27 1980 | DEC 3 1 1980

, 2. Person to Contact | . " Working Title {. Mase-'!», Qoo -2¢%7 Teiephone Number

| __Mary Downs " Administrative Assistant 964-1721, # 259

|3. Action Requestad =

| 3. Z Estaonsn Ratention Schedule; fiecord will continue to accumulate. ‘
i b. C! Disposa of presant accumulatioh: no further. accumulation anticipated. :
2. — Amend Appi ication No, . . Check Ona: 1 Change; (0 Supercede: O Void

' 4, Dstas of Series 5. Records Series Title (followed by title used in offics; if different)
b Zarliest Lates?
Mid 1978 | To Date Trade Deve lopment Administrative Ac+|v1+|es File

5. Sivision and Office Function " What is the funcnon of the Division and thas Of'flca in which this record series is created?

The Trade Development Division is responsible for planning and implementing marketing
analyses and resulflng sales plans and strategies; the direction of traffic programs
inctuding prscnng, tariff ra+es, rules and regulations and inland rate competitiveness.
This division is involved in the development of inland barge terminals, maintaining
high level of contact with steamship Ilnes, both in the states and abroad, coordinates
activities with G.P.A. domestic and foreign offices to ensure these close contacts.

..-‘....--.-m..r.. -

7. Record Series Description This file contains the followmg documents (mclude form numbers and titles, if any).
Attach sampies of the file. '

Documents reiating to: Activities performed by or involving the Trade DevelopmenT D|v15|on
' for administration of this office.

inciuded are: ' Miscellaneous inquiries, contacts, travel files; files involved
' with maritime associations, trade councils and trade conventions.

‘File is arranged:
Numerically: 500., 510., 520., 530., 550.
8. Monthiy Raferencs Rate How often are redcr_ds referred to which are: _
One to six months old ; Seven to tweive months oid ; Thirteen to twenty-four months old Meekly .

twentv -five months andolder—_______7?
9. Annuai Rats af Accumulation of Rerords : .
J Letter-size drawers ——___ _; Legal-size drawers ......_2_____..; Sheives _____________; Qther (specify)

AA-60~71; Rev.78 ‘ . (Oven)
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NG | 10, Questionnaire  (Place an "X’ in the proper column)

T T e

a. s this the official copy of the series?
it not, where is it?

be Does tha series contain confidential information requiring security handling? If yes, cite law or regulation.

4

r — i

. |s this a vital record?

bt
o

X d. Does this saries have historical or iong term research value? o i

. When one or two documents in the file make it necessary to keep the entire fule for a long period, could thesa
X docy__mti.bs_smggyﬂ_&m_atelw

L Gl Adam,

X1t s zhwwﬂwm copy,
N g. Is the information contained in this series ever analyzed and/or recorded ina surnmanzed report?

X if ves, attach copv, ! _ v

h. Is thers a dupiication of this sgries in your offace, orin another office or agency?

if ves, where?

X

X i.ls mﬂmmmmumma?

X1 I Does the record series resuit in 2 computer grintaut?

. e adl e e
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Retention Requirements The foltowing requires the saries to be kept:

a. State Law t years. . d. Audit period ‘ years,
b. Statute of limitation — A 2. Administrative need 3 Y ears,
2. Faderal law ) - years, f. Federai ratention instructions years,

Attach copy or excerpt of laws or regulations. Explain administrative need. C e

e 1

dria N Dl it o e Bl it

12

Aporaved Disposition Instructions Thls agency racamrnends that the file series be cut ort at thu endofeach: =
S " O Calendar Year; 03 Fiscal vear; O Other .. e __then,

i

B Hold in the current files area _..__...__monm(s! — vear(sl: then
® Transfer to local hoiding area, hold ___Z_. year(s); then

L} Transfer to State Records Center: hold year(s): then

& ODestroy.

O Transfer to Stata Archives for permanent retention.

O Other (Specify)

Thess instructions apply to all prior and future accumulations of the ssries.

‘nJ; (Signaturs) . Date Records Management Officer (Signaturs) Qate

7.
8/22/80 @Umﬁ 74&&:, e 4 j20/5
. A

, _ (_\ State Records Committee (Signature) ' Date
Recommendations in para- .

graph 12 are approved. _ State Ayditor/Designee ) / A-30- ﬁ:l
fIf disspproved, attach letter ' :

of explanation.) Secre ate/Designee

!

Attornay General/Designee 5

W-27-52
/i 3/ LY



